CLOUNTY OF LOS ANGELE>
DEPARTMENT OF AUDITOR-CONTROLLER

HALIL OF RECORDS
320 WEST TEMPLE STREET, ROOM 380
LOS ANGELES, CALIFORNIA 90012-3208
PHONE: (213) 974-0311 FAX: (213) 626-1108

ALAN T. SASAKI
AUDITOR-CONTROLLER

January 21, 2000

To: Audit Committee
C
From: Pat McMahon, Chief /’J/%
Audit Division
Subject: DEPARTMENTAL RESPONSES

As requested, attached are the latest departmental status reports on the King/Drew
Medical CWTAPPS audit and the Public Works fiscal audit.

You also requested an update on the status of the Garbage District surpluses. After
discussing this with Public Works management, | believe it would be best for them to
directly discuss this issue with you. Accordingly | requested that they attend the
February Audit Committee meeting.

If you have any question, please call.

PTM:pja

Attachment



bl JOY v Ve Orav Yw e vvae | cva

BOARD OF SLPERVISORS

Glona Molina
First District
Yvonne Brathwaite Burke
Second District
) Zev Yaroalsveky
MARK FINUCANE, Director Thve Psuet
g
' Post-It" Fax Notc 7671  [Duw [sghs ™ Don Knabe
COUNTY OF LOS ANGELES To —~ £ n Fourth Orsirict
DEPART JENT Of WEALTH SERVICES Mags om - Dok
313 N. kigucros, Los Angsies, CA 80012 Co./Dept. Co. Michael D. Antonovich
Fittn District
Phone # Phone #
(213) 240-8101 FarT e

December 9, 1999

TO: Richard Popper, Chair
Audit Commipwee

FROM: Mark Fin'ucanc
Dircctor of 1lez

SUBJECT: KING/DREW MEDICH. CENTER'S COUNTY-WIDE TIMEKEEPING
AND PAYROLL/PERSONNEL SYSTEMS (CWTAPPS)

As requcstcd, attached is the Departiment of Health Services® King/Drew Mcdical Center’s
(KDMC) follow-up report on the status of recommendations contained in the subject audit issucd
by the Auditor-Controller's Audit Branch. In reviewing the report, I undersiand that your
commitiee members were concerned over the issues of departmental classification of all nurse
managcrs as “covered” rather than “exempt”; inability of N LK/DMC 1o document the overtime
authorization justification; and the overpayments of 371,358 to some terminated cmployces.

As indicated in the attachcd follow-up report, we have taken corrective actions in implementing
all of the recommendations contained in the audit report. To cffectivelv implement changes
requircd by the Abshirc court decision, and to comply with the FLSA overtime regulations. and
discussion with CAQ, the Department in good faith overrade the system making all nurse
managers as “covered” positions. For your information, w e have requested CAO's approval 10
continue to classify the nursc manager position as a “covered” class.

Jn regards to overtime approval and retention of overtime authorization rcquests, KDMC's
current practice is to retain all overtime authorization documents for a period of not less than five
years.

The Auditor-Controller identificd a total of five overpaid cmployees for whom collection efforts
had not been initiated. As of Junc 17, 1999 KDMC had notificd all five employees and adviscd
them of repayment obligation.



Richard Popper
Dccember 9, 1999
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If you have any questions or require additional information. pleasc let me know.

MF:RA:th
1#910:031

Attachment

c: Fred Leaf
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COUNTY OF LOS ANGELELS - DEPARTMENT O HEALTH SERVICES

SUBJECT: FOLLOW-UP STATUS REPORT ON KING/DREW MEDICAL
CENTER'S (KDMC) COUNTY-WIDE TIMEKEEPING AND
PAYROLL/PERSONNEL SYSTEM (CWTAPPS) REVIEW

AUDITOR-CONTROLLER RECOMMENDATION #1:

KDMC management require Personnel Scction supervisors to monitor tcrmination actions,
follow up to determinc the reasons for Jatc actions and take corrective actions where neccssary.

Statys:

KDMC has implemented this rccommendation. The KDMC/Dircetor of Human
Resources reviews and approves each individual outgoing document prior 1o processing
by the Operations Supervisor. Normal processing is within five (5) business days of
either rcceipt of voluntary resignation and/or the effective datc of an employcc’s
termination.

AUDITOR-CONTROLLER RECOMMENDATION £2:

KDMC management initiate collection procedures for the uncollected overpayments noted by the
Auditor-Controller.

KDMC has implemented this reccommendation. The Auditor-Controller’s staff identified
a total of five (5) overpaid employees for whom collection efforts had not been initiated.
As of Junc 17, 1999, KDMC had notified all five of the overpaid cmployees of the
overpayment and adviscd of the repayment obligation, which caused a collection effort to
begin by the Auditor-Controller.

The Audit Committee expressed concern regarding the Auditor-Controller’s finding of 17
overpayments totaling $71,358 that occurred between January 1995 and April 1998, with
an outstanding uncollccted balance of $40,525 as of April 30, 1998. As previously
reported, actual collection cfforts are the jurisdiction of the Auditor-Controller’s
Accounting Division. Collection cfforts are initiatcd by the Auditor-Controller in
response to the local facility’s letter that advises the cmiployee that an overpayment has
occurred. Thereforc, there is a distinction between an outstanding balance of
ovcrpayments that are duc but are uncollected vs. overpayments where the local facility
has initiated the collection cffort.
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AUDITOR-CONTROLLER RECOMMENDATION #3:

KDMC management require the Personncl Scction to time stamp all term aation documents
when received.

Stans:

KDMC has implemented this reccommendation. All termination documents are date/time
stamped upon reccipt in the KDMC/Human Resources’ Opcrations Section.

AUDITOR-CONTROLLER RECOMMENDATION #4:
KDMC managemen( require the Payroll/Personnel Sections to strengthen filing system controls.
Status:

KDMC has implemented this recommendation. The preparation and filing of outgoing
documents has been centralized within the KDMC Human Resources Operations Section.

AUDITOR-CONTROLLER RECOMMENDATION #5:

KDMC management ensure the Payroll Manager recalculates and signs all overpayment letters.

Status:

KDMC has implemented this recommendation. The Payroll Manager verifies all
calculations prepared by Payroll staff and signs actual overpayment letters. Additionally,
the Dircctor of Human Resources reviews and provides a notc and approval signature to
all overpayment letters signed by the Payroll Manager.

The Department’s initial response indicated that KDMC would correct the two
calculation errors referenced by the Auditor-Controller’s report, pending identification of
the subject employees by the Auditor’s staff. To date, the Auditor’s staff have not
provided identifying information to facilitatc correction by KDMC,

AUDITOR-CONTROLI.LER RECOMMENDATION #6;

KDMC management ensure overpayment letters arc preparcd in a timely manner.,

Siatus:

KDMC has implemented this reccommendation. The Payroll Manager is responsible for
cnsuring that overpayment letters are issued as soon as possible after the discovery of an
overpayment. The Auditor-Controlier agreed that letters issued within 30-days of
discovery will be considered as “timely”.
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AUDITOR-CONTROLLER RECOMMENDATION #7:

KDMC management cnsurc the Personnel Section, rather than the Payroll Scction, processes
cmployce terminations.

Status:

KDMC has implemented this recommendation. In Junc 1998, the responsibility for
processing employce ernuinations was reassigned from the Payroll Section to the Human
Resources’ Operations Section.

AUDITOR-CONTROLLER RECOMMENDATION #8:

KDMC management ensurc the Personnel Section reviews the 30-Day Absence Report 1o
dctermine whether an employce has ended County service.

Status:

KDMC has implemented this reccommendation. The 30-day Absence Report is reviewed
monthly by Human Resources/Operations Scction.

AUDITOR-CONTROLILER RECOMMENDATION #9:

KDMC management cnsure someone with no payroll responsibilities traces terminated
employces’ names to the Payroll Sequence Register for at least three consecutive months after
termination.

Status:

KDMC has implemented this rccommendation. An accounting employce has been
assigned by the KDMC/Finance Department to perform internal audits to cnsurc
compliance with the various goveming provisions of the County Fiscal Manual.

UDITOR-CONTROLLER RECOMMENDATION #10:

KDMC management cnsure the Payroll Section does not receive, sort, distribute, store retumed
warrants, or otherwise handle payroll warrants.

Status:

KDMC has implemented this recommendation to the extent possible. The Finance
Department cmployce handles all returned payrol] warrants/warrant receipts. Staffing
issues are a constraint upon implecmenting the recommendation that the Payroll Section
should refra.n from the reeeipt, sorting and. or distribution of warrants.
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AUDITOR-CONTROLLER RECOMMENDATIONS:

KHOMC management:

1.

12,

Assign an individual with no personnel or payroll responsibility to investigate unclaimed
warrants/notices.

Ensurc that warrants unclaimed for more than 20 days are stamped as “unclaimed” and
retumed to the Auditor-Controller.

Status:

KDMC has implemented these recommendations. An accounting cmploycc is assigned
by the KDMC/Finance Department to perform internal audits to ensure compliance with
the various govemning provisions of the County Fiscal Manual. XIDMC management
issucd a directive on October 12, 1999 providing all employces with information
regarding disposition of unclaimed warrants and notices to direct deposit.

AUDITOR-CONTROLLER RECOMMENDATION #13

KDMC management ensure 4 payroll distribution payoff is conducted at least nwvice a year by
employees with no payroll or personnel responsibility.

Staws:

KDMC has implemented this recommendation. The assigned accounting employee has
conducted a systematic, unannounced, payroll distribution payoff at vanous pay
Jocations.

AUDITOR-CONTROLILER RECOMMENDATION #14:

KDMC management ensure the Payroll Supervisor reviews the supplemental outgoing warrant
amounts for accuracy and approval before sending the request to the Auditor-Controller for
processing on CWTAPPS.

Satus:

KDMC has implemented this recommendation. The Payroll Manager has implemenicd
an internal control measure to ensure that supplemental outgoing warrant amounts are
reviewed for accuracy and approval prior 1o submission to the Auditor-Controller for
processing on CWTAPPS,

AUDITOR-CONTROLLER RECOMMENDATION #13:

KDMC management ensurc an overpayment letter is written to recover the overpayment.
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KDMC has imple:mented this rccommendation. This issue relates to an overpayment
referenced in Recommendation #2. The required overpayment letter was mailed 1o the
former employee on May 13, 1999. The issuance of the letter was the initial
implementation of collection efforts which are followed up by the Auditor-Controller’s
Office.

AUDITOR-CONTROL.I.LER RECOMMENDATION #16:

KDMC management ensurc cmployees do not have access to their timccard after they have been
approved.

Status:
KDMC has implemented this recommendation.

AUDITOR-CONTRQLLER RECOMMENDATION #17;

KIDMC management continue to ensurc all cmplovees receiving standby pay have prior CAO
approval.

Status:
KDMC is in compliance with this rccommendation.

AUDITOR-CONTROLLER RECOMMENDATION #]8.

KIDMC management ensure the Negative Leave Balance and Timecard Leave Defaulting reports
are reviewed cach pay period.

S_ig‘ 1us:

KDMC has implemented this recommendation. The Payroll Manager personally
reviewes the reports at the conclusion of cach pay period.

The $491 overpayment to employce 7050038 and the 15% overpayment to employee
#053075 were resolved through payroll adjusunents as confirmed by the Payroll
Manager.

AUDITOR-CONTROLLER RECOMMENDATION #19:

KDMC management investigarte the ESA report and determine whether overpayments occurred.
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Status:

KDMC has implemented this recommendation. The ESA report has been thoroughly
investigated and reconciled by the intemal auditor. The Auditor’s report indicated that
the May 1998 ESA report listed 42 employces, whereas the September 1999 report
contains only 10 employces. No incidents of overpayment occurred.

AUDITOR-CONTROLLER RECOMMENDATION #20;

KDMC management ensure the Payroll Section completes the Overtime Authorization Exception
Report and sccures all overtime authorizations.

Status:

KDMC has implemented this recommendation. The Oventime Authorization Exception
Report is completed by the Payroll Scction and aggressively monitored by Hospital
Administration (o sccure all overtime authorizations.

AUDITOR-CONTROLLER RECOMMENDATION #21:

KDMC management retain all overtime authorizations for at least five years for audit purposes.

Status:

KDMC has implemented this recommendation. The Audit Committec expressed concern
rcgarding the Auditor’s {inding that 88% of the overtime authorizations for 1997 were
unavailable. The current practice is to retain all overtime authorization documents for g
period of not less than five years. Consistent with our previous report, KDMC is
exploring the feasibility of retaining overtinic authorizations as scanncd documents to
ensure that storage is not an obstacle to compliance.

AUDITOR-CONTROI.LER RECOMMENDATION #22:

KDMC management ensure overtime is pre-approved within 24 hours in cases of emergency and
proper authorication procedures are followed.

KDMC has implemented this recommendation. KDMC management has revised their
internal policy and procedure(s) regarding overtime authorization. The policy is pending
approval by the Exccutive Committee and will be distributed to al] department/division
managers and supcrvisors by December 31, 1999,
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AUDITOR-CONTROQLLER RECOMMENDATION #23;

DHS management work with the CAO to determine the appropriste FLS# designation for Nursc
Managers.

Status:

The DHS Corporate Office of Human Resources Management have concluded its
evaluation of the current status of the Nurse Manager position assigned to DS and is
currently requesting the CAQO’s approval (see attached memo) to continue to classify the
Nurse Manager’s position as a “‘covered” class.

AUDITOR-CONTROLLER RECOMMENDATION #24:
KDMC management ensure all bonuscs arc processed within the Auditor-Controller deadlines.

KDMC has implemented this recommendation. Bonuscs are processed within the
established Auditor-Controller deadlines upon receipt of appropriate documentation by
KDMC/Human Resources.

AUDITOR-CONTROLLER RECOMMENDATION #25:

KDDMC management conduct an annual review 1o ensure employees recciving bonuscs are
eligible.

Status:

KDMC has implemented this recommendation. All bonuses are being audited on an
annual basis to detcrmine cach employee’s eligibility for continuation.

AUDITOR-CONTROLLER RECOMMENDATION #26:

KDMC management ensure paytoll clerks verify employees have 1A earnings during the entire
compensability period.

Status:

KDMC has implemented this recommendation. The four employees identified by the
Auditor’s report as having payment discrepancies have been appropriatcly adjusted.
Payroll clerks arc appropnately verifying that employces have 1A eamings during the
period of compensability,
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AUDITOR-CONTRQLLER RECOMMENDATION #27;

KDMC management review the Retro Presessing Detail Report cach pay period.

Status:

KDMC has implemented this recomendation. The Payroll Manager reviews the Retro

Processing Detail Report cach pay period, identifying any corrcetions required to the
appropriate payroll clerk for processing and verification.

AUDITOR-CONTROLLER RECOMMENDATION #28:

KDMC management ensure profilc assigrzments arc as restrictive as possible based on the
employce’s job responsibilities and scope of his/her job function.

Status:

KDMOC has implemented this recermmendation.  User profiles have been reviewed and arz
appropriatcly restrictive to each er:ployee’s job responsibilitics and job related activities

functions.

AUDITOR-CONTROLLER RECOMMENDATION #29:

KDMC( munagement ensure employces with CWTAPPS access have their access periodically
evaluated. Employees who transfer, terminate or change dutics that do not require CWTAPPS

access should have their access deleted immediately.

Status:
KDMC has implemented this reccommendation. CWTAPPS access is immediately
deleted for employees who transtfer. terminate or change duties that do not require

CWTAPPS access.

AUDITOR-CONTROLIL.ER RECOMMENDATION #30:

KDMC management cnsurc cmployces do not leave terminals unattended while logged on to

CWTAPPS.

KDMC has implemented this recommendation. User staff are aware of the scnsitivity

and sccurity of the CWTAPPS system, and have been instructed to not have their
terminals unattended while logged on to CWTAPPS.
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AUDITOR-CONTROLLER RECOMMENDATIONS:

KOMC management:

31, Ensure the Payroll Manager and/or supervisor revicw the required CWTAPPS reports
cach pay period and makc appropriate corrections.

32, Retain CWTAPPS reports at Icast [ive years for audit purposes.
Status:
KDMC has implemented these rccommendations. As indicated in our status to
rccommendations #18, #19 and #21, the Payroll Manager personally reviews the required
CWTAPPS rcports at the conclusion of cach pay period. and the CWTAPPS reports arc
retained for a period of not less than five years.

AUDITOR-CONTROLLER RECOMMENDATIONS:

KDMC management:

33.

34.

Ensurc employees turn in timecards within KDMC''s ¢stablished time framec.

Ensurc supervisors verify time worked by subordinates before signing the timecards.

Status:

KDMC has implemented this rccommendation. KDMC Human Resources issucd
management directives in May 1998 and in November 1999 requiring the timely
submission of timccards, and stipulating that timccards must bear the counter-signature of
the employee's supcrvisor.

AUDITOR-CONTRQLLER RECOMMENDATION #35.

KDMC management recode the 97 sick days (o vacation days, as the use of a sick variance was
not supporied.

,_SIBIUSZ

KDMC has completed this reccommendation. The subject physician’s timecards have
been re-audited; 97 days of sick have been recorded as vacation.
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AUDITOR-CONTROLLER RECOMMENDATIONS:

KDMC management:
36.  Refer the unauthorized timecard adjustinents and the delay in paving the physician to
HSA Inspection and Audit Division for further investigation and a determination of

whether disciplinary action is warranted.

37.  Consult with County Counsel regarding the Department’s responsibility 1o report the late
paymecnts to the Divorce Court.

Status:
KDMC has completed this recommendation. The cmiployee reecived a formal written
reprimand and was adinonished to comply with DHS and KDMC s policics regarding
timely completion/submission of timecards. County Counsel determined that there is no
obligation to disclose the employee’s dclayed salary payment to the Divorce Court.
AUDITOR-CONTROLLER RECOMMENDATION #38:
KDMC managemen! ensure the payroll clerks rescarch outstanding issucs on a rcgular basis.

Status:

KDMC has implemented this rccommendation. Consistent with the previous response to
Rccommendation #7. this recommendation was implemented in Junc 1998.

AUDITOR-CONTROLLER RECOMMENDATJON #39.

KDMC management review the Payroll Scction timecard coding workload to determine if
additional staffing is necessary,

Status:

This recommendation 1s being reviewed by KDMC management to determine appropriate
staffing.



MARK FINUCANE. Director

COUNTY OF LOS ANGELES
OEPARTMENT OF HEALTH SERVICES
313 N Frgueroa, Los Angeles, CA 90012

(213) 240-7738

December 2, 1999

TO: Patncia Swancutt
Assistant Divisiqn Chi

FROM: Fred Leaf, Chil -~

Gloris Molne
First Dstnict

Yvonne Brathwalle Burke
Secongs Datnet

2av Ysrosiseaky
Third Distnet

Don Knabe
Fourth Oistnct

Miches! D. Armtonovich
Fittn Distinct

SUBJECT FAIR LABOR STANDJRDS ACT STATUS FOR NURSE MANAGERS

This is to request approval under the Fair Labor Standards Act (FLSA) 1o classify Nurse Managers as

Covered emplovees.

Reason for Request

The reason for this request is to respond to a July 7. 1999 Auditor-Controlicr Countywide Timekeeping
and Patoll/Personncl System (CWTAPPS) Review at King-Drew Medical Center.

Background

On Februan' 18, 1991, the Chief Administrative OfTicer provided all Department and District Heads wath
the FLSA - Abshire Decision encouraging Depaniments to review the work of the Department in terms of
managing the work product rather than the employees’ presence at work. He requested Depariments to
determine which classes in the Depanment arc legiumately exempt. the way exempt classes should be
trcated within the FLSA constraints. and that Depaniments develop a plan for effectuating the needed

changes

On Februan 28. 1991, the Depanment submitted our imitial reaction and approach to mzci Departmental
nceds. One of the main points in this memo was the recategonzation of Excmpt classes which included
mostiy Registered Nurses and a few Allied Health professionals. The issucs driving this decision were:
1) recruitment and retention factors which included keeping pace with the competition in total
compensation and the short supply of these positions in the marketplace. 2) paid ume has been the
prachce for many vears: 3) operational realities need maximum incentives 1o keep these emplovecs at

work and provide coverage when we have coverage gaps

On March 23, 1991, the Depaniment submittcd additional recommendations to efTectively and cfTiciently
implement changes required by the Abshire Decision. Registered Nurse classificauons still presenicd a

problem as cxempt status would be at odds with pervasive local and national practice in the health care

industry



Patricia Swancutt
December 2, 1999
Page 2

On August 2, 1991, the Depariment provided the Executive Commnittee with a drafi policy for review and
comment for the implementation of overtime procedures in response to the FLSA Abshire decision.

On August 21, 1991, the Department submitted to the CAO their proposed overtime policy which was
amended to reflect the recent Abshire court decision. This policy d=termined that 47 registered nurse
classes should be redesignated as "covered” for FLSA purposes in order to maintain our competitive
pusition in the community and climinate potential recruitment and reicntion problems.

On December 6. 1991. the Chief Administrative Officer. in response to issues raised by several
depaniments, provided Depanment Heads with modifications to h:s onginal policy.

On January 6, 1992, the Department implemented the New Oven:me Policy/Procedures to bnng us into
compliance with FLSA overume regulations

Dunng this penod of ume, the Depanment was undergoing a reclzssification of the Nursing management
positions  The consultant performing this study recommended thzt we continuc covenng the
supcrvising/manager positions according (o industny standard. The Nurse Manager was created Sy

cclassifving some positions in the Assistant Nursing Director 1 ard 11, and cenain Supervising Staff
Nurse positions. In our policies submitted previously, these positions were indicated as "Covered”,
Verbal discussions were conducted and verbal approvals were recsived on designating these positions as
covered. The Nurse Manager classification is assigned to DHS only and will have no impact on any other
County Department The Department in good faith overrode the sy'stem making these positions Covered
bascd on these discussions.

Action Requested

! Request Chief Admimistrauve Office approval based on ihe sbove information 10 continue 1o
classifi the Nurse Mansger position as 3 "Covered” class

2 Upon approval. DHS will provide the Auditor-Controller with the necessary' documents
mdicating Chicl Admimistrauive Office approy al to overrmds the FLSA designation on CWTAPPS

for Nurse \Managers

[f you have any questions or require additional information, pleasz let me know, or vour stafl may contact
Alan Knauss or Man Zaniman at (213) 240-7951

FL mazrisas
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CO NTY OF LOS ANGELE
DEPARTMENT OF PUBLIC WORKS

900 SOUTH FREMONT AVENUE
ALHAMBRA, CALIFORNIA 71803-1331
Telephone: (626) 438-5100

ADDRESS ALL CORRESPONDENCE TO:
P.0. BOX 1460
ALHAMBRA, CALIFORNILA 91802-1460

HARRY W, STONE, Director

N REPLY PLEASE
rererto e F1-2

November 30, 1998

TO: Richard Popper, Chair
Audit Committee

FROM: Harry W. Stone Wﬂ/
orks

Director of Public

FOUR-MONTH FOLLOW-UP REPORT ON AUDITOR-CONTROLLER'S REVIEW
OF PUBLIC WORKS FISCAL OPERATION

Per your request, we have completed the attached tour-month follow-up report an the
status of our implementation of the Auditor-Controfler's recommendations. The Audit
Committee expressed particular interest with three issues. We have addressed these
issues and will take the following actions:

Garbage Disposal Districts

- Large teserves that the Department has accumulated in specific Garbage Disposal
Districts

in discussion with the Board offices, we indicated that we will review all Garbage
Disposal District (GDD) rates during the current fiscal year based on the new
contragt cost for the Athens GDD. The current contract for pickup services expires
on June 30, 2000. We will be releasing a Request for Proposal (RFP) for the
Athens GDD service contract in December 1899 with a proposed deadline to
receive responses to the RFPs in mid-January. We believe that the bids received
for the Athens GDD will be indicative of the future costs of providing garbage
disposal service for all GDDs. We anticipate that the contract costs will notincrease
signifigantly and that the large surpluses will continue. As such, we are researching
with County Counsel the procedures for issuing refunds to the Districts. We will
submit. recommendations on reducing the surpluses to the Board in the spring of
2000.

Poet-t" Fax Note 76’?1_}2"' V1q  eges® 14
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Richard Popper
November 30, 1999
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Revenue
- Inaccufate representation of revenue in the Depsrtment's budget

Our budget request for Fiscal Year 2000-2001 will be based on probabile revenues
based on historic actuals.

Procurementand Contracting Practices

- Departmental procurement and contracting practices, particularly in its methods of
obtaining and evaluating bids

Our procurement and contracting practices have been revisited to ensure that
adequate controls are in place. The staff involvad inthe procurement and accounts
payable process have been reinstructed to adhere to the Internal Services
Department Purchasing and Central Services’ purchasing standards and to foliow
County policies and procedures relating to the tobtainment and evaluation of bids
as wellas procurement and contracting activities. In order to enhance contracting
practices. we have developed procedures that wiil ensure that vendor proposals are
independently reviewed by multipie individuals and that each proposal is adequately
evaluated. County Counsel is currently reviewing our procedures and we plan to
have the procedures implemented by March 34, 2000. A checklist is also being
developed to ensure that all contract files contain the appropriate contracting
documents and that documents are complete and current.

In our July 28, 1999 response to the Auditor-Cantroller, we indicated that thirty-nine
(53 percent) of the seventy-four recommendations were to be implemented by
December 1, 1999. These have been implemented and, in addition, we have implemented
an additional fourteen (19 percent) recommendations prior to their scheduled target dates.
We anticipata completion of the remaining open recormmendations according te schedule.
Our Internal Audit Group will periodically review each area to ensure each recommendation
is being addressed and complied with.
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If you have Bny questions, please contact Charles: W. Adams, Deputy Director, at
(626) 458-4006.

{?/m PM:smm

PAINTAUDIMAUDITRE SU-MONTHFOLLOWUPREPORT

Aftach.

cc. Supervisar Don Knabe
Supervisor Gloria Molina
Supervisor Yvonne Brathwaite Burke
Supervisar Zev Yaroslavsky
Supervisor Michael D. Antonovich
Chief Administrative Officer
Auditor-Controller
County Counsel

be: Harry W. Stone
James A. Noyes
Charles W. Adams
Financial Management Branch
Internal Audit Group



DEPARTMENT OF PUBLIC WORKS

FISCAL REVIEW (7/29/99)

DETAIL LISTING OF AUDIT RECOMMENDATIONS ANO IMPLEMENTATION STATUS
AS OF NOVEMBER 30, 1959

Page
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Responsile Targel implementation

Recemmendauon Diviston Action Taken Status Date
Y Putuc Warks managemert budgel appropnations{Budgel Fund |The Dapanment's Internal Departmental Budget Insiructions Pl TBudgel Year
55 they do not excaed probable revenues and Management |have identified the need for all divisions lo budgel accordingly 20002001
32303012 luna teance Qur budgel request for Fiscal Year 2000-2001 will include the

best estimale of probable expeadises and revenues.
2 Putitc WVorks management deveiop a formal plan|Budget Fund {The Depariment is in process of developing plans (or Pl {Budgel Year
Rl oluJEs specific uses and lime (rames for Menagement |designalions incding spealying the uses and lime hames for 200042001
ulirzng its designations for approval by the Board appioval by the Board
3 Puoiz Y/orks managament deternine a Budgev Fund {As parl of lhe 2000-2001 budget preparation process, Ihe P} |Budgel Year
fe3306a0:1@ r&serve amount for the Garbage Managemenl |Deparmeant will analyze the reserve amount in each Garbage 200012001
Oisposal Districts and use surplus funds (o raduce Disposal Distncl (GDD). A surplus reduciion plan wilf be
a8&i charges or olhenvise reduce the surplus developed and reflected in our budget rerpiest lor Fiscal Year

2000-2001.
4 Putac Woins management review each revenue [Fiscal The Depanment sent an accrual letter on July 28, 1989 and a I |Complsted

transachan ta estsblish appropnate revenue

Lals at the fiscal year ena for all unbilled earned
;guenue 13t it 8apects 1o collact valhin the following
fizcal y&sr ang also account for alt future earned
Jrexehue nal may. nol ba cobecled withup the
failomng taelva monihs as delarred reveriue

supplemental acceual leller an August 5, 1959 to the Auditor-
Conlroller  tn the letlers, we accrued all unbided eatned
revenue that the Depariment expects lo coflect within the
following fiscal year and classified ail futiwe eatned revenue
Ihat may nol be caliecled within the folowing 12 manths as
deleired reverie o S

§ Croruaata pychasas wilh tha tequasting Oparatinnal  |Qparationst Sacvices Nangion managerneant has verbalty i December 31, 1899
Jivistans and 130 10 ensure Public Warks 15 Services reileraled 16 staff to consull with ISO to ensum.that the best
Shlaning e bast prices prices are being oblained, even amang agresment vendors,
while considering product quality and availability. Also, staff
was rafamiliarized with the prdcedures,
¢ cnzure 18D appravatis otlained for purchiases  [Operalional  |All purchases of $5,000 or more are sentto ISD for pracassing) | [December 31, 1999
o eef €5 G00 and that approval documentation 1s Services and approvat documentation is maintained
mawlancd
T Ersuté INal sole scurce purchases are jusufied  {Operalional  |Sole sourca purchases are justified  The justification is { |December 31, 1999
Services documented and retalned.

3 Ensurs agreementlams ace not purchased using
qon-agreemant vendors

Operational
Services

Staff is reviewing and distributing all available I1SD vendor

agreement information to field staff lo ensure thal agreement
tems are not bemng purchased from non-agreement vendors.
Also, FAS requires sliputation of vendor agreement status at

the time the request is being entered

December 11, 1989

Staius = Futly trplememad 1= Partstly Implemernted. NI = No Acnon Taken; NA = Nao Longer Apphicsble; ) = Disagree:.



DEPARTMENT OF PUBLIC WORKS

FISCAL REVIEW (7/29/39)

DETAIL LISTING OF AUDIT RECOMMENDATIONS AND IMPLEMENTATION STATUS

AS OF NOVEMBER 30, 1990

Page 2 of 11

Respaonstble Taiget Implementation
Recommendauon Division Acton Taken Siatus Dale
[Z_ Conacl IS0 1o have repeunvely putchased non- [Operational |Procurement staff will request [SD to establish agreements for] NI |December 31, 1989

agreament itams that exceed a total of $5,000 sent {Services repetitively purchased non-agreement fems and provide
aut 1o bid and placed or. agreement consumplion data to substanliate their request for an

agreement.
1G Ensurz thal the test-pricad vendcrs from prior  |Operational  |Operational Services Division managemenl has instructed | |December 31, 1998
surcnases are ashed 1o bid on cufrent purchases  |Services staff to use the Vendor Price Hislary Screen lo obtain the best

priced vendors from prior purchases to ask for their bid on

cument purchases.
11 Ensuié that requisitions have autrorized Operabonal  |EHective July 1, 1939, the requisilion process in our new | Completed
signatures priof to purchasing requested items Servicas financial accounting system (FAS) requires approvals to be

complated clectronicolly prior to purchasing requested itams.
12 Ensure hat procurement staff venlies the prices|Operational  [Operalional Services Division management reinstructed stai | | {Completed
3nJ payment terms for agieement purchases Sarvices wnvolved in the procurement process o venly vendor prices
veiore ordenng supplies and paymemt terms fiom agisuments beluie ordering supplies.
13 Ensuie that the accounts payacle staff Fiscal Staffinvolved in accaunts payable process were reinstructed I [Completed
canaislently veafies the accuracy of invaices to verily vendor prices and payment terms kom agceements
aganst agreemant prices and terms before before making payments
processing them for paymeat . .
14 Enswi9 Mat Piocurement stafl oblains bids for [Operational | Opevational Services Division managenient reinstructed staff | T [Complaled
venddr-specified purchases as requirsd by 150 Services 1o bitain bids for vendor:specitied purctiases a4 raquired by - :
purcrasing standacds (S0 purchasing slandasds
15 Inswuct procurement stafi on the importanca of [Operational  |Gperalional Services Division management instructed staff | |Complelad
failowing ISD/PCS purchasing standards and re- | Services involved in the procurement plocess to comply with ISDIPCS
1nstruct procuremant supérvisors within Operational purchasing standards
Secvices and the decentialized purchasing
I5Cations On (e proper Freview procedure to be
Ictlawed when approving purchases.
18 Ensure that ad paia invoicas are stamped Fiscal Accounts Payable staff were instructed to ensure that all I |Compne’d
"PAID" lo preven! reuse invoices are marked "PAID" to prevent reuse. FAS has an edif

feature thal will not allow duplicale paymaents o be processed.

in addilion, Intemal Audit staff will conduct quanterly vendor

paymant reviews which will address this recommendalion.

Statas 1= Fully Implemented. I = Parnally tmplemented; NI = No Action Taken, NA = No Longer Applicable; 1) = Disserec;
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DEPARTMENT OF PUBLIC WORKS

FISCAL REVIEW (7/29/9%}

DETAIL LISTING OF AUDIT RECOMMENDATIONS AND IMPLEMENTATION STATUS
AS QF NOVEMBER 130, 1899

Page 3 of 11

Responsible Target Implementation
Recommendauon Oivision Acltion Taken Status Date
2 L Fiscal Programs Development Division developed an action plan: ils I }September 30, 1999

ccnunchon with the Fiscal Division to ensure the
conwact ety ollings are collected in a umety
manner

City Services Section will review various reports o identify alf
oulstanding invoices, work wilh each city on resoiving
aulstanding issues, and repon to the aftected Division Heads
regacding stalus of unpald invoicaes grealer than 80 days.

18 Fiscal Division provide comes of the "Detad
Aging Collection Report By Provider” monthiy (o the
Pragrame Developmant Division for toltow-up with
tre ¢ontract ates with overdue invoices

Fiscal ang
Programs
Development

Cogpies of he "Detailed Aging Colleclion Report By Provider
Type" are sent monihly to Programs Development Oivision for
follow up with the conltract cities with overdue invoices. On
Oclober 20, 1999, Internal Audit staff venfied that a copy of
the rapont for 1he periad ending October 8, 1999 was provided
tv Prograins Develupinenl Division

September 30, 1989

1% Pubiic Works managament detarmine a Fiscal Fiscal Diviston will develop a proposal, with Programs NI [July 1, 2000
raasanable tme frame for inveoices lo be paid by Development Division's input, for Admin.st:ation {0 appsove.
<onuact cites and inciude a tate payment penaity
fee pravisicn in future contracls
20 Ensufe conlractd” ploposals aig evalualed by a |Administrative|The Department has developed RFP Evalualion Procedures. Pi  |March 31,2000
Camimattée Services and |The procedures are currently under reviaw by County

Affecled Caunse!l Once approved, lhe procedures will be required by

Divisions ihe Departtment
21. Enswie 3l phasas of be evalualion process are [Adminisirative|The Depacment has developad RFP Evaluation Procedures. Pl [March 31, 2000
isrmally oocumanted : © |Senvices and |The procédurgs are cusrentty under réviaw try Coimty' )

Affected Counsel. The pracedures address formally documenting the

Divistons evaiualion process. . .
22 Compare and sumnarza the evalualions and  |Administrative Tha Dapartment has developed RFP Evaluation Procedures. Pl |March 31, 2000
35oument the committee’s sedeclion consensus Services and |The piocedures are currently under review by County

Aftected Counsel. The pracedures addrass fecrmally decumenting the

Divisions commiltee's selection consensus.
3 Ensura conlract iles contain all appropuate Administrauve| The Depariment has developed RFP Evalualion Procedures. Pt [March 31, 2000
suLPOriNg Jocumentaton Services and |The procedures are cumently under review by Counly

Affacted Counsel The procedures add i iing appropriat

Duvisions supporiing dacumentalion in conlract files
24 Ensure its proposal evaluation forms cantain Admirustratlive|The Department has developed RFP Evaluation Procedures. Pl [Merch 31, 2000
specific detated. and abjecuve raung criena. and |Services and [The pracedures are cumently under review by County
Whife necassary incluge exglanations/instructions |Affacted Counsel The procedures provide for standardized rating
dascabing how raling areas are to be evaluated.  [Divistons critena that are specific, detailed, and abjective.

Sttty F= Fully fmplentenied PE= Pasiatly Implememed: N1 = No Action Taken. NA = No Longer Applicable; D = Disagree,
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DEPARTMENT OF PUBLIC WORKS

FISCAL REVIEW (7/29/39)

DETAIL LISTING OF AUDIT RECOMMENDATIONS ANO IMPLEMENTATION STATUS
AS OF NOVEMBER 30, 1999

Page 4 of 11

funcuons conauct payofts on an unannounced basig
at 12ast wica a yaar (o ensure (hat all employeas
recewing warrants or direct deposit notices are

bona fide.

Currently, the payoff is conducted annually because it requires
a large amaunt of manpower to cover the Departmenl's 122
pay lacalions. We will look into the feasibility of conducting

payoffs vice a year

Responsible Targe! implementalion
Recommendation Division Acticn Taken Status Date
joR [Administrative]The Depariment has developed RFP Evalualion Procedures. Pl {March 31, 2000

3re consistent 1 assigning paints, the resuitant Services and [The procedures are curently under review by Counly
scores are genarally consistant, and evaluation Affected Counsel Once appraved, the procedures will present a
documerts are Irea of ercors andfos factual Divisions uniform methodology for evaluatng bidders.
avarsights
26 Ensure that all raquired informalion is providad {Adminstrative| The Depariment is developing a checklist for reguired Pl [March 31, 2000
Gy contract fisms as a precondition {o finalizing a Services Jocuementation which will be included in each contract folder.
convract
27 Review the coniract files o ensure all required  |Adminisirative| The Depariment s developing a checklist for required Pl [March 31, 2000
1fsimation is mcluded and shil curent. Services documentalion which will be included in each cantract folder.

The folder will be reviewed to ensure all required

do¢ \ation is included and stilf curvent
29 Pubiic Works managemant esfablish a ime Parsonnel & [Personnel & Public Affeirs Division has instructed alt divisions | |Oecember 1, 1689
frame for Disisions to process cut-of-service Public Affairs {to process oulgoing paperwork for terminated employees
paperviotk within ivo working days.
29 Puplic Works managaiment astablish ume Personnel & |Payrclt Seclion provided Personnel with ime frames for t  [December 1, 1999
frames far precessing and ertering out-of-service  |Public Afairs |processing and snlenng out-of-service employees into
employees into CWTAPPS to coincide with the CWTAPPS lo caintide with the Auditor-Controller's daadline
Auaitor-Convaller's deadline schedule. schedute. -
30, Public Wads management ensu lalernal Audit {irt Octaber, Internal Audit staff perfarmed a review of  [November 1, 1399
with no paytoll rasponsitiliies races t Gigup lefminaled employees for the period of Mareh 4 ivough :
cmploysss names lo the Payroll Sequence June 30, 1690. The auditer traced torminated ermploycas’
Ragister for at taast three cohsecutive months aher names to the Paycoll Register, for theas consecutive months o
lerminiakan to ensure thay ace nol reéceving payroll ensure they dwd nol receive asty payrol wafranls of direct
#3anis or direcl deposis deposits. This review wiii be performed routinely
31 Public Warks management add payroll item Petsonnel & |This Department is in the process of modilying the Individual Pt {Juiy 1, 2000
numbérs 10 imacards Public Atfavs {Time Report to include the Hem Number. The modified form is

expected to be in use somelime in November 1996.
32 Public Works managsmant ensure that Personnel 8  |An employee who has no payroll or personnel funclions Is Pl [March 31, 2000
sameone indapendent of the paysoll and personnel |Public Affairs |assigned o conduct payoffs on an unanngunced basis

Stanus. ) = Fully Implemented: PI = Pamially Impleinznted. Nt = No Action Taken, NA = No Longer Applicable; D = Disegrec,
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DEPARTMENT OF PUBLIC WORKS Page 5 of 11
FISCAL REVIEW (7/29/99)
DETAIL LISTING OF AUDIT RECOMMENDATIONS AND IMPLEMENTATION STATUS
AS OF NOVEMBER 30, 1889
Responsible Target implementation
Recommengancn Oivision Actiun Taken Staws Dote
(33 Pubhc Warks maragamen ensure that persons [Personnel & [(A) Due to limited resources in some of the field offices, Pl |February 28, 2000
independent of the payroll, personnel, and Public Affairs |assigning the job of receiving and distributing the checks 1o
umekaeping functions A) Receive and distribute someone olher than lhe person(s) with tmekeeping
payrclt wasrants and direct deposit notices. B) responsibilities could be operationally problemalic and, on a
investigate and store unclaimed warrants and direct cumulative level, have a negative praductivity impact since our
depcsit notices field personnel work in crews. The Depariment is in the
process of idenlifying the field offices where we are unable to
fully comply and periodically monitor. (B) Any unciaimed
warrants and direct deposit notices will be forwarded to Fiscal
Division for safekeeping Internal Audit Group will be nolified
by Fiscal Divi to investigate and e digposilions.
34 Puthic Works management ensure that all Parsonnel & [Public Works provided iraining in May 1999 to all payroli staff I {Completed
payroll staff are trained to calculate TD and VRMA  |Public Atfairs |in calculaling Temporary Disabiity and Vocational
benefits camraclly. ] Rehabilitation Maintenance Allowance benefts cormectly.
35 Public Works management imptove lines ol Personnel & |Public Works has and will cantinus 10 lake steps to strengthen I |Compleled
communication between payroll and return-to- work |Public Atfairs {communication between Payroll and Retum To Work Sections
secuons as well as the third party administrator as well as ihe third party admimisiralor. For exampie, Public
Works periodically meets with the third party administralor and
the County's Conlract Monitor lo discuss cedain rules or
comemunication problems. This wif requice ongaing efforts an
the pant of @ parties. ) C :
35. Public Warks management request lhe third Personnel & [Personnel & Public Affairs Division requesled the third party | |December 31, 1889
party administratar ta provide @ master isting of Public Altairs |admimistrator ta send a master sting of Publi¢ Works
inaniauals working for the Dapaiment receiving employees receiving Wbrkera‘(;anpensabon benefis on a
warkers' compensation benefls on a quartedy basio quarterly basis. This quartedy listing will be forwarded to the
and utiize it to identify overpaymants and Payrol Section for use in identifying overpayments and
unae(gayments underpayments.
37. Pubhc Works management review all recent Persannel & [The Payroll Section nas slariad to review Worker's PI  [March 31, 2000
warkars' compensation claims for overpayments Public Affairs |Compensation claims for overpayment and underpayments.
and undarpayments and begin collection and Collections and payment elforts on identified overpayments
payment efforts on identified overpaymenlts and and underpayments will be done on a continual basis.
undarpayments

Ststus | = Fully Implemented PL = Pariatly Implemented; NI = No Acrian Taken; NA = No Longer Applicable, 1 = Disogroe,
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DEPARTMENT OF PUBLIC WORKS

FISCAL REVIEW (7/29/98)

DETAIL LISTING OF AUDIT RECOMMENDATIONS AND IMPLEMENTATION STATUS
AS OF NOVEMBER 10, 1999

Page 6 of 11

Responsible Targe! implementalion
Recommendation Diwvision Action Taken Date
Poblc-Works-maragamanl auew, dale_and _|Persanael & [Reparts are sent to each division for review monthly and a line Compleled

5ign the Overume Aclwily Repon each pay penod  |Public AHgirs |is present al the bottom of the report for the Division Head's

signalure. The Division Heads are required to sign the repart

as indication that they have reviewed it. Since this audit and

o ensure compliance, insiruction has been sentwilh each

monthly repodt.
33 Public Works management annotate overlime [Personnel & [Payrall stalf were instructed lo ensuce the overtime exceplion December 1, 1989
exceplion rzpons 10 document the disposition and | Public Affairs Jreport is annotated, signad, and dated. Payroll supervisors

date of coective actan for each exception and
ensure that supervisors pencdically raview the
reparts and date and sign them

were instructed 1o periodically review the reports, and sign and
date lhem. Internal Audit Group will verify the implemeatalion
of this recommendalion routingly.

40 Public Works management assign an individual

Adminisirative

Adminisirative Services Divislon is assigned lo centrally

December 1, 1989

ar tecton to centrally monitor overime tor all Services manitor oventime for al divisions

divisions

41 Pubkc Works managemenl develop policies Personnel & |The Department has developed a policy regarding lhe Octaber 30, 1989

regarding the maximum amount of overtyma hours  [Public ANairs jmaximum amount of overtime howrs an employee can work in

an amployee can work in a givén ime period {day, a given ime period as o normel operalions. However, as an

week, month, of year) emergency response organization. exceptions may oocur. ~

42 Public Works management assign personnel  |Personnel 8 [Personnel and Payrod steff ers assigned the minimum December 1, 1999
- {and paycel slaff 1o.the minimwn CWTAPPS access [Public Alfaics JCWTAPPS access jevel that aliaws them to perform their job

tevei thal allows them to perform theirjob T T iadponsibiifies, T T T R T

1&3ponaibilities. :

13 Putlic Works managament resirict profiles that [Parsonnel & [Profiles that permil changss 1g bolh payroll and persoansl December 1, 1998

rermud changes 10 koth payroll and persennel Public Attairs jinformation are restricted lo mbnagemem and high-tevel

formation to managsmant and high-evel SUpPervisofy personnel.

superviscry personngl.

44 Public Works management periadically review [Personnel & |The Division Head of Personnel & Public Affairs Division December 1, 1899

profile assignments of personnel and payroll staff to|Public Alfairs jreviews profile assignments of personnel and payroll stalf

ensura that individuals are assigned appropriste
accass levels

semi-annually 10 ensure that indiwduals are essigned

appropiiale access ievels.

Status = Fully Implemented. PE= Pacualls tmpleatented. NI = No Action Taken; NA = No Longer Applicable; D = Disagree;
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DEPARTMENT OF PUBLIC WORKS

FISCAL REVIEW (7/29/99)

DETAIL LISTING OF AUDIT RECOMMENDATIONS AND IMPLEMENTATION STATUS

AS OF NOVEMBER 30, 1998

Page 7 of 11

Responsible Target implementation
Recommendalion Division Action Taken Status Date
45 Public Works management evaluate the Personnel & [Personnel and Public Atairs Division has evaluated the | March 1, 2000

mmmlmmnmmmmmmgm Tor
staff to a separate C'WTAPPS processing center 10 out small centralized payroll and personnel sections is not cosy
rasinct access to thewr awn recards, but stil enable effeclive Therelore, Persennel and Public Affairs Division
them t5 access Depanmental personnel and payroil established an aitemative control in which Payroli's and
infarmaton in CWTAPPS Peisonnefs Umesheeis will be gudited monhly and reconciied

to CWTAPPS All Eamings Reports.

45 Pubilic Warks management ensure that all Parsonnel & [Personnel Section checked personnel files to ensure that all | [February 1, 2000
employees recewving bonuses have supporiing Public Affairs [employees currently receiving bonuses have the appropriate
authonzatan documantation in thew Personnel fies documeatalion in their personnel files.
47 Pubiic Warks management prepare a report on |[Personnel & [Personnel & Public Affairs Division assigned an employea in I [March 31, 2000
an annust basis of all employees receiving bonuses|Public Affairs |the Classification Unit 1o verify the personnel receiving
and assign someone without any personnel and bonuses are ekaible. This process will be perfarmad annually
payrol rasponsibilizes to review the repor 1o venly in August of each year. The reviewer will sign, date, and
mat parsonnel recaving bonuses contnue to be retain the report.
eligible  The repcrt sheuld be signed and dated by
the perscn pertorming 0ie review
48. Public Warks management install a secusity Operational  {Security aystems (alaims and/ar an-sile guards) are in phaws a§ Pl IMaich 31, 2000

slgon systaimiin all warehdusss and aecing caunter
areas

&

12 0f the 13 Departmiental warehouses: instatation of an
alarm system al the remaining warehouse {acillly (MD1) has
baen poskponed pendny a deasion to transfer the operation
(and the relocafion of the waréhodise) to Operational Senices
Division.

49 Pubiic Works management rastict personal Operational  |Operational Services Divisionr management reiterated to I |December 31, 1999
vehicte access at all warehouse areas Services |warehouse parsonnel that personal vehicles in close proximity

ta any warehauss is prohibited
30 Public Works menagement rotate staff between {Operational  [Currently, rolation of staff between facilities is limited because | Pl |June 22 2010
speciic autes and faciiities for betier internal Services the employees are under the supervision of seversl different

convrol and sagregafion of dulies

divisions. This recommendation will be fully implemented
when a unified warehouse management is in place.

Status | = Folly Implemented. P1= Paniafly Impleraentes. NI = No Action Taken; NA = No Longer Applicable, D = Disagree;
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DEPARTMENT OF PUBLIC WORKS
FISCAL REVIEW (7/29/99)
DETAIL LISTING OF AUDIT RECOMMENDATIONS AND IMPLEMENTATION STATUS

Page B8 of 11

AS OF NOVEMBER 30, 1983
Responsible Target implementation
Recommendation Division Action Taken Status Date .
{64-Rubuc-Worke-managemanl cequice Operational JQperational JQperalional Sejvices Division is responsible for monitoring the] | JCompletad

Services Division 10 ensure that Harvey M Rose  [Services implementation of the Harvey M. Rose Special Study
Special Study recommendalions are implemenled recommendations The Division has developed a moniloring

procedure and will continue this monitanng process until the

recommendations are implamentad
52 Public Works management reduce the number |Operational |[The adjusimenl code has been testricted to the Inventory I |Completed
of employees who have access to the quanlity on- |Services Desk Operator, Systems Administrator, and two FAS trainers
hand adjustment funclion
33 Public Works management ansure indviduals agOperational  [Operabonal Servicss Division management has instructed I [Completed
the warehouses code the adjustment forms along | Services warehouse warkers 1o ensure that adjustment forms include
with explanations (or ine changes and have them the appropriate agjustment code and explanations for the
processed only by a restricted number of authonzed changes and 1o relain the adjusiment forms at the Matedials
individuals at a cenlzal location who ars not Management office (central localion) and warehouse.
responsible for maintaning the inventory Retain Changes are pracessed by one Division stall member Two
the adjusunent forms at the cenval location and other employees are assigned backup responsibifity foc
warenouse that requesled the changes processing changes. The Intarnal Audit Group wilt conduct

periodic raviews (o ensure thrs recommendation is being

addressed.
51 Public Works management havs the individuals [Operationat  |Operalional Services management has instiucted the | |Completed
whno npul the changes 1o the on-haad baldncas ang Services indhvidual whe inptit the changes to the an-hand balances and
the warzhauses lnat requasted the changes ’ the warshousas thal requested thé changes to dotumertt their|
g3cumant they (eview ol the changes and maintain raviaw a0d maintain a copy of tha quantily adjuelment
a capy of the ICPS quaniity adjustnent rapor. decumentabon. L
55, Public Works management require log sheels  [Fleet Fleat Managsment Group has insiructed each Fuel Sile 1 |November 30, 1999
from manually monitored underground fuel tanks Lo {Management | Supervisor (o submit all "Fuel Sheels" weekly to the cenual
be enterad weekly. Group office for data Inpul !
S5 Putic Works management raquire supervisars |Fleel The manual fuel issues form (Fuel Sheet) has been revisedto| | |November 30, 1899
1a complale an overnde form and immedialely Management |include an Ovemide check box Marking the Ovemide check
submit this form Lo the data entry operator for input JGroup box changes the priority of the sheet to a daily submission. All

ana require override forms be investigated,
maintained, and reviewad by management -

overndes wil be investigated, maintained, and reviewed by an
assigned Fleet Management stalf

Swtus | = Fully tmplemented. PL= Parkally lmplemented NI = No Action Taken; NA = No Longer Applicable; D = Disagree;
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DEPARTMENT OF PUBLIC WORKS

FISCAL REVIEW (7/28/99)

DETAIL LISTING OF AUDIT RECOMMENDATIONS AND IMPLEMENTATION STATUS
AS OF NOVEMBER 10, 1999

Page 90of 11

Responsible Target Implementation
Rscommendalion Division Action Taken Status Date
57 Puchic Works management require acquisitons |Fleet The Automated Fuel Sysiem has been modified to accep! I Janvagy 31, 2000
TSt tust o omEr YEpanRENTS 1o e erereg o [ ’tarrageTerTt T

w.e Automaled Fuel System Group Depanments. The fealure is refered lo as "Site 99." This

feature will prevent ransactions from being double-pasted to

any vehicle
38 Puthic Warks management generate and raview]Fleet The generaiion of exceplion fepans is being accompiished on i [Compterea
exceplan repons on a regulars basis Managemenl {a weekiy basis. Fleet Management has assigned a staft lo

Group |review the exception reports on a regular basis

25 Puohc Works management momitor fuel usage  |Fleel Fleet Management Group proposes a plan to automate the Pl |January 31, 2000
By reconailing e voluma transfeqed IN1o the Managemem [ieconcilretion requirement. There are cuirent discussions with
underground fuel lanks with the volume dispensed. |Group the vendor regarding upgrade sirategies Flest Management

Group is aiso budgeting for hardware improvements to the

system
&0 Provide American Express with avisting of Administrative] Public Works has contacted American Express o inform them | |[Compieted
Fuone Warks employees authonzed to purchase Services thal thay should only accepl reservations fram Department
tzkets and request them to only accept orders from ' emplayeas who are authorized to make travel reservations. A
these employees fund organization number and a list of autharized employees

have been provided ta American Fxpress
51 Davalop a meinodology 10 ensure American | Adminisirative{An outfine of an agreed upon melhadology to authenticale I [Complated
Express van autheakicate the callers idantity. Services thoze employesa who can make raservations have beer

. . provided to American Express;, : .

62 Require Amarican Express to only accapt Administrative| Public Works has contacted American Express to informthem| | |Compleled
reservations when a tund organization numbei is  [Services that they should only accept reservations from Depariment
provided employees who are aulhonzed to make travel reservations. A

fund organizakion number and a list of authorized employees

have been provided to American Express.
83 Pubhc Works management referance Fiscal Public Works stafl has revised the Travel Advance and | [Comgpleted

corretaung travel advance and expensa claim
aaiants in Ine travel aavance and expense daim

log

Expense Claim Log and slarted referencing correlating Travel
Advance and Expense Claim Warnanis in the log.

Status 1= Fubly Implemented. PE= Parnaily hnplentenied NI =No Action Taken; NA = No Longer Applicable; D = Disogree,
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DEPARTMENT OF PUBLIC WORKS

FISCAL REVIEW (7/29/99)

DETAIL LISTING OF AUDIT RECOMMENDATIONS AND IMPLEMENTATION STATUS
AS OF NOVEMBER 210, 1399

Page 10 of 11

Responsible Targel implementation
Recommendahion Division Aclion Taken Date
G4 Public Works Management ansure that expense|Administrative| Administrative Services Division has modified the Travel December 31, 1999

T[ETATITS ATE SUBMTTE W YW WEERS O TE
comglevon dzle of the trp

I SETICEs amy |
Fiscal

[AOVATTTE AQTEEenT 5 TENETas & MPOTTance of finmg in
the expense daim within two weeks after the completion of the
tnp In addilion, Accounts Payable was nsiructed to ensure
that siaff follow up with all employees who do not submit their
expedise Clains within \wo weeks of the compleiion oate of the

{rip

65 Enfcrce payroll deducucns for travel advances
Ihat are not suppored by expense daims and
excess funds inat aie not reimbursed within two
WEEKS

Fiscat

Accounis Payable will submit payralt deduction cards to
Auditor-Contoller o enforoe payroll deductions for travel
advances thal are not suppoited by expense daims and
excess funds that are nol reimbursed within two weeks of the
completion dats of the trip.

December 31, 1699

35 Maintain a refund log to assist in monitonng
2xcess funds that need to be reimbursed. Al
&ntres 11 he :efund log shauld ba referenced lo tre
11342 3advances in the travel advance and expensa
claim log

Fiscal

A log is maintained to momtor excess funids that need to be
reimbursed with references to Travel Advaaces

Decembar 31, 1999

w2 Yavel requast nurber of the file in which itis

SI0f&A

log as the vouchers are issued. A copy of each issued

voucher is filed in the appropnale voucher Lag and travel file

67 Incluge 5 Iravel request number column in the  |Administealive] The Trave! Coardinator is noting the travel request number in Completed
Southweésl Airhnes log. Seivices the log as the vouchers are issued.
Ca lssua Sauthwesl Aichngs vouchers in sequonluﬂ Admuisirauve| The Traved Cuuidinglor is now issuing both Souwest Amlnes Compmea
aaertopnvemmplacedwwhat : {Sewvices . - [and Car Rentil vixichars in soquential order.
83 Estabiisn sub numbers lor biankel travel reques{Adminisirative| Public Works has discontinued the use of Blankel Travel Completed
numbers o accuraely account for !he'number of Seavices Requests.
lrips.
70 Davelop an adcitcnal approval or jushificaion  [Administrative| Public Works has disconlinued the use of Blanket Travel Completed
precess for every tnp of an individual who has a Services Requests. A lravel request which reflects justification for the
b ~k&t travel request farm np and supervisory approval is now required for each trip

taken by tha two individuale praviously utilizing a Blanket

Travel Requast
71 Ensure Inat capies of issued Southwest Aidines |{Adminisiralive| The copies of issued Southwest Airlines vouchers are now Completed
voucnars are mantamed in the travel fle. Services maintained in the kavel file
72 Issu car renlal vouchers in sequential order  |Adminisiralive| The Travel Coordinator is now issuing Car Rental Vouchers in Compieted
and maintzin a controt lag of vouchers that includes {Services sequential order, and noting the Trave! Request Number In thej

Sttt U= Folly [mplemented. P = Partiathy hepleniented; N = No Action Taken; NA = No Longer Apphcable; D = fisagree;
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Responsible Targel implementaton
Recommendauon Division Action Taken Stalus Date
73 Ensuwre that the travel coordinalor record all car [Administrative|All car expenses have been induded in the cument fiscal year { |Completed
[reTEr ExpEnsEs (vouchers and reservanysy mo [ Servives Travettogamd datatase:
the iravel lag and database
74 Public Works Management assign the Adminisirative|Administralive Servicas is working with FAS personnel lo Pl |December 31, 1999

supervisor rasponsibie for iravel coordinating
functions 10 reconcile the travel expense dalabase
with CAPS on a monthly basis

Services

generate a report so thal travel expenses can be recondled ony
a monthly basis.

Siatus: [ = Fully Implemented. Pl = Pantially Implemented; Nf = No Action Taken; NA = No Longer Applicable; D = Disagree;
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